Close an Event (Close Without Awarding)

Issuing Officers (Event Creators or Event Managers) are responsible for closing all events in
“Under Evaluation” status. Events should be closed in a timely manner after the procurement
is final. There is no award made by the commonwealth in JAGGAER. Issuing Officers are
required to use the “Close Without Awarding” option to close-out their events. Closing the
event will not send any notifications to suppliers. Outlined below are the steps to close an
event.

Important Information: Prior to closing an event, make sure all documentation has been
exported to maintain in an electronic file outside of JAGGAER as part of records management.
All final contract or purchase order documents reside in the SAP/SRM system of record;
therefore, no upload to JAGGAER is required.

Internal notes are not required. Any internal notes added to events should be non-contractual
and/or non-confidential.

Disclaimer: All screenshots used in this procedure are for example purposes only.

Step 1: Select the Workflow Actions button (top-right) to access the menu options.

a. Choose the Assign To Myself option.
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b. Enter reason for assigning event (e.g., closing the event).
c. Select the Assign To Myself button.
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Step 2: Select the Workflow Actions button again to access more menu options. The “Close
Without Awarding” option is now available.

a. Choose the Close Without Awarding option.
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b. Enter reason for closing the event (e.g., closing the event).
c. Select the Close Without Awarding button.

Close Without Awarding
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The event status changes from “Under Evaluation” to “Closed Without Awarding” status. The
Issuing Officer still has access to view the event, but no edits can be made.
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